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Formatting a Worksheet
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Objectives

A+ Format values

| . Change font and font size

. Change font styles and alignment
« Adjust column width

* |nsert and delete rows and columns
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‘ Objectives

A+ Apply colors, patterns, and borders
" ‘ |« Apply conditional formatting

" W+ Rename and move a worksheet

* Check spelling
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' Format Values

The format of a cell determines how the
labels and values look

 Bold, italic, dollar signs, commas, etc.

Formatting does not change the data only
Its appearance

Select a cell or a range, then apply
‘ formatting
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" Formatting Values

Format Cells dialog box

umoer | Avgnmen | Fon | sorer | n | pteaion|

o | e Sample of
| :‘&:W& L selected type
‘ ;'e"::enuqe 333'.3’3?3.,, March 14, 2012 -
: Saenvi This format looks similar
RUMPEESRIERoney | | == to the one below it but
e sne  displays single digit
| I months and days without
/ - a preceding zero

‘ * date and time serial numbers as date values, Date formats that begin with
D ate form at es d to changes in regional date and time settings that are specified for the
p rmats without an asterisk are not affected by operating system settings,
\

ok || conce |
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' Change Font and Font Sizes

« A fontis the name for a collection of

characters with a similar, specific
design

* Font size is the physical size of text
« Measured Iin points

' « 1 point = 1/72 of an inch

(

* The default font in Excel is 11-point
Calibri
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' Change Font and Font Sizes

Font list

@H S & £X C-O5T Advertisirg Experies - Encel
HOME NSERY PAGE LAYOLY FORMLLAS OATA RENEW VEW
2 fw cos K_._._i- Font size list arrow .. T E B W X
. Ra Copy * o — . F -~ — -
te ©Q SinsS = o B oy = + 4 Constcnsl formem C et Delete Fonm:
Pat & Fosmat Parder OSi:‘Sl::»:r F 42 B Merge & Cemt $ - % ‘”":. —ri ,,,:. - -t
(Optavs » 0 Ire Fmt Iist am AGramen N Mamtier % e Lot
Al > © STENCIL using Expenses
A & O STENCIL STD F G + [ J K L
Sales Taa 0.0875
ARXERATh I
= Active cell d'splays y Ext Cost Sales Tax Total % of Total
SElected font 397.10 3475 43185 0™
15 375000 32813 407813 59%
6 Podcasts 20-J8 0 Tekton ProExt 30 232500 20344 252844 43%
7 TVecomm 1-Jag@ Tempas Sam ITC 4 421768 388.05 458873 7.7%
8 Webpag 13-J8 0 Tanes New 30 39.56 346 4302 0.1%
9 MBQaZINg 7-J8 0 rseeiiose .. 12 121104 10587 131701 22%
10 Pons 580 Tpaian Pre O 30.75 269 33.44 0.1%
11 TV Spom 15 g 1 1< Clickafonttoapply 0500 32813 407812 6.9%
12 Billboard 12-Ja () ., ittothe selected cell 03740 17827 221567 3T
13 Newspap 25Ja 5 . . 6 47652 4170 51822 0.9%
14 Newspap 1-Fa, =~ " 2 15884 1390 17274 0.3%
15 T-Shits  3-Fe S 0 113400 9923 123323 21%
16 TV comm 1-Fog,""""""""'""“"""'“ 4 421768 36905 458673 7.7%
17 Newspap 1-Mg ™™™ des [ 4782 4.18 5200 0.1%
18_Web pag 28-Feb-16_ 29-Mar §  0.17 275 47.30 4.14 51.44 0.1%
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Change Font Styles and Alignment

« Attributes are styling formats such as
bold, italics, and underlining

« Alignment determines the position of
data in a cell

* Left, right, or center
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Change Font Styles and Alignment

 The Format Painter allows you to
copy all formatting attributes of
selected cells and apply them to
other cells

« Use to copy multiple format settings or
Individual ones
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" Change Font Styles and Alignment

Worksheet with font styles and alignment applied

B EH S ¢ s DX CET Adveniing Esperves - Ecel T - 5 X
LS XS NSIRY PAGE LAYOLUT FORMULAS DATA REVI'W vew Your Nave = n [i)
- X € . 0 sy X - 2 Fae Phe =t 3 Adotem ¢ A
'm":n . lmn-...-'m- H o+ AN . e &> Wrap Tont Goners! " v "/ ’..) | T 'ZY Fey
TR i/ ) A" ElgdrgeaContnr « $ < % ¢+ 5 3 Condmonl l»;:::-'\,: et Oulete n—'-.o W '.’::n 'v‘.::'n.

vans Mo Mefge & s Lotn Tty ~
M Formatting Center button  enter button .

A 8 € Buttons selected : - " | J K x " N o
 Quest Specialty 1ravel Aavertising Expenses Sales T 0.0875
2 "
3| Iwpe Inv. Datelnv, Due Cost en. Ouantits Ext, Cost Sales Tas  Total . "
4 Newspap 1-Jan-16 387.10 75 43185 0.7%
5 TVSpont 7-Jan-16 D 3.750.00 32813 407813 69%
4 Podcasts 20-Jan-16 19 across columns 232500 20344 252044 4%
I TVcomm 1-Jan-16 31-Jan $1,004.42 421768 36905 458673 7.7%
4 Web pag 13-Jan-16 12-Fed $ 017 0 3956 346 4302 0.1%
9 Magazine 7-Jan-16 6Fed § 10092 2 121104 105.97 1.317.01 22%
10 Pens 5-Jan-16 4-Feb $ 0.12 50 30.75 269 3344 0.1%
11 TV Spont 15-Jan-16 14-Fed § 25000 1§ 3,750.00 32813 4078.13 6.9%
12 Blliboard 12-Jan-16 11-Feb $§ 10187 20 203740 178.27 221567 37T
13 Newspap 25-Jan-16 24-Fedb § 7942 6 476 .52 41.70 518.22 0.9%
14 Newspap 1-Feb-16  2-Mar § 7942 2 15884 13.90 172.74 0.3%

/
Column headings
centered, bold

and underlined
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' Change Font Styles and Alignment

Common font style and alignment buttons

button description

E| Bolds text

ﬂ Italicizes text

E Underlines text

:| Centers text across columns, and combines two or more selected, adjacent cells into one cell
=| Aligns text at the left edge of the cell

=] Centers text horizontally within the cell

=] Aligns text at the right edge of the cell

J Wraps long text into multiple lines
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Adjust the Column Width

* Adjust column widths to accommodate
data

 Default column width is 8.43 characters wide
(a little less than one inch)

* One or more columns can be adjusted using
the Ribbon, the shortcut menu, or the mouse
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' Adjust Column Width

Common column formatting commands

command description available using

Column Width Sets the width to a specific number of characters Format button; shortcut menu
AutoFit Column Width  Fits to the widest entry in a column Format button; mouse

Hide & Unhide Hides or displays hidden column(s) Format button; shortcut menu
Default Width Resets column to worksheet's default column width ~ Format button
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" Adjust Column Width

Preparing to change the column width
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1 J K Format button

+ Quest Specialty Travel Advertising Expenses

Sales T 00875

3

4 Mewspap 1-Jan-16 31-Jan § TH.42 ] /710 3475 431.85 [,
5 TV Spon  T-Jan-16 &-Feb 5§ 250.00 15 375000 32813 407813 9%
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Insert and Delete Rows and
“§ Columns

 When you insert a new row, the contents
| of the worksheet shift down from the
newly inserted row
i

When you insert a new column, the
contents of the worksheet shift to the right
of the new column
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Insert and Delete Rows and
S Columns

« EXcel Inserts rows above the cell pointer
and columns to the left

* Insert multiple rows or columns by
i

selecting the same number of row or
column headings to be inserted

‘ Microsoft Office 2013-Illustrated



Insert and Delete Rows and
Columns

Insert dialog box

. () Shift cells d
Entire row B

option button

) Entire row

(") Entire column

OK
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Insert and Delete Rows and
Columns

When you delete a row, the contents of
the worksheet shift up

When you delete a column, the contents
of the worksheet shift to the left

Delete multiple rows or columns by
selecting all of the row or column
headings to be deleted
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' Apply Colors, Patterns, and Borders

* You can add enhancements such as
colors, patterns, and borders by using:

« Border and Fill Color buttons in the Font
group on the Home tab of the Ribbon and on
the Mini toolbar, or

* Fill tab and Border tab in the Format Cells

p‘ dialog box
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Apply Colors, Patterns, and Borders

« Cell styles are pre-designed combinations
of formatting attributes

« Use the Cell Styles button in the Styles
group on the Home tab
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' Apply Colors, Patterns, and Borders

|

LivePreview of fill color

BE % & = £ C T duborrtriang Eapetrvies - Baoel T HE - &8 X
TR BSEET FlGE LAYTRIT FORRELAS DATA EFVIE WA Your Mama - H (4]
- i: Ty Pirs e = [ = & & = P - o W e [P r' _.‘l,i ‘,.l "'L Jﬁ- r.ll ?:::"L""' E"' H
romurnes 70 - S PRA- *l= == CHENENNN $-% ' 98 S fonan GO e Do S e s v
o = i -r:""":"‘:'... —T Cagrrmeel = [ Ul iy EiMaag -
Fill Color list arrow 7% ce g =~ £ Exprrss Click to apply styles .
lII"II”I‘i’I_ - : g \ toselected cells R
1 Sicsmabard Caskars Sales Ta 0.0875
> EEs sEEEEE
3 Tpe Inv.Datels, . Quaniity Ext. Cost Sales Tax Total
e | T the s BB sims an e T
& Podcasts 20-Jan-16  19Feb § 77.50 30 232500 20344 250sas  GEIl AL with Turquoise,
7 TVcommercisls  1-Jan-16  31-Jan 5105442 4 421788 38905 458673  Accent 2 background
8 Webpagessd 13-Jan-16 12Feb 3 017 230 3956 3.46 43.02
G Magasine T-Jan-16  &Feb $ 100.92 12 121104 10597 . 1317.00
10_Pens SJan-16  4Feb $  0.12 250  30.75 269 33.44
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' Apply Conditional Formatting

e Excel can format cells based on
specific results

« Automatic application of formatting
attributes on cell values is called
conditional formatting

 Different formats are automatically
applied if the data meets conditions you
specify

« Data bars are a type of conditional

formatting that visually illustrate
differences among values
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' Apply Conditional Formatting

Previewing a data bars in a range

Microsoft Office 2013-Illustrated
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" Apply Conditional Formatting

Between dialog box

| Format for cells
meeting the condition
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' Apply Conditional Formatting

‘:

Worksheet with conditional formatting

O CG8) Adveramy Lagersess Lot

O ¢
wan

NAET PG LAOY FOMAKAS  DATA  mIvew iw
-~ | W - - ° e - o oy ? )_ L
e " K . e B Weap Tant Nimetrg o / »
k¢ ’ - - -,
B r
. . . | % . ooy tervet . vt Dty Yo
A LA - A -« = Mvge & Cont ’ » - {erren—y Tabte - Ty f Com
r—— [ e
" ~ Ou'En
A 1\ L (4] ' ( M | K |

! Sales T O OBTS

h )

1ype Iy, Date Iny, Due Costen, Quantity Ext Cost Sales Tax Lot

4 Newspaper 1Jdan16  dJen § TOA2 8§ 37110 M1 e
5 TV Sponsor 7-Jan-16 6-Feb 3 20000 15 375000 32813 IO 13
0 Podcasts 2008016 19Feb § 7780 30 232000 20044 282044
I ITVeommercials  1Jan16  3tJen $1004.42 4 34706 A2 41
§ Webpagemas 1316 12Fe0 § 017 2 39 86 340 402
0 Magazine T-Jan-16 6-Feb § 10092 12 121104 100897 17
10 Pens 8-Jan-16 4afed 3 012 250 30.78 260 33 44
1TV Sponsor 18-Jan-16  14Fed § 26000 15 378000 32813 BRQTe 13
12 Bamoard 12-Jan-16 _ 11-Feb § 101.87 20 200740 17e27 B3NS E7

Microsoft Office 2013-Illustrated




' Rename and Move a Worksheet

* By default, an Excel workbook initially
| contains three worksheets, named

* Sheetl, Sheet2, and Sheet3

!

To move to another sheet, click its sheet
tab

' Microsoft Office 2013-Illustrated



' Rename and Move a Worksheet

To make it easier to identify the sheets,
you can rename each sheet and add color
to the tabs

You can change the order of sheets by
dragging the sheet tabs
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' Rename and Move a Worksheet

Moving the Budget sheet
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' Check Spelling

» Spelling checker scans the
(T worksheet and flags possible
‘ mistakes and suggests corrections

‘  To check other worksheets In a
| 3 workbook, display the worksheet and

| run the spelling checker again
! ‘ « Add words that are spelled correctly but

are not recognized by the spelling
checker
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Check Spelling

Spelling English (U.S.) dialog box

Nol n nkuow : ’
Misspelled word , 350 Click to ignore all
occurrences of
misspelled word

Click to add word
to dictionary

Suggested replacements
for misspelled word

Dictionary language: [English (United States)

| options.. |
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Summary

A+ Format values

| . Change font and font size

. Change font styles and alignment
« Adjust column width

* |nsert and delete rows and columns
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Summary
l

A+ Apply colors, patterns, and borders
" ‘ |« Apply conditional formatting

" W+ Rename and move a worksheet

* Check spelling
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